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Clerk-Typist, GS-4 lk

Review and Publications Branch
Reports Division (D/R}, O/RR

As Clerk-Typist, Review and Publications Branch, D/R, aids the
EAitorial Assistants in proofreading and asslats in the dissemination of
recelpts, papers, and publiscations and, as required, in maintaining the
log. Also assists in msintaining ell the files of D/R and in the procure-
ment of squipment, supplies, and services.

Requires in typing not only facility and speed but also a high degree
of securacy and neatness and cleanness of eopy in order to conserve time
and materials, maintain an uninterrupted flow of wark, and insure the
mechanical correciness of the finsl copy for despstch or publication.

Pypes rough drafts onto stenclle and ditto sheels when necessary with

. s minirum of direction and explenation. Types, vhen directed, varima'

memopanda and forns conmnected with the initlation and econtrol of projects.
Must be familiar with various formats of publications and able to preserve
accursey, neatness, and cleanneas of copy mmder pressure. Fums the ditto
mashine as required.

Performs miscellaneous duties as required, such as relaying messages
and delivering documents., Must be familiar with office procedures and
O/RR ataff procedures.
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